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Editorial, like •^clerical, proofreading cannot be left 
to chance; the knov*hov, vhat and vhy sust b^ reviewed, recalled, 
reinforced, . and refined daily. There ere fout avenues of daily 
activities available to the teacher to establiith these skills: (1) 
hosevork reading assignsent, (2) dictation^fpr^control saterial, (3) 
dictation fo:;: iii*depth-propf ing, and (4) d^iily dictation of copy 
containing error. It sust becose second natifire to the student to 
**haifk**eye** every dictation for editorial ex^ors*' The basic foundation 
for this skill sust begin in teaching clerical proofreading in the 
beginning typewriting and shorthand classes and systesatic fpllovap 
by the transcription teacher with a cacefully> planned and 
persistentl]f Vapplied sisulated progras. (BW) 
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A TBRMIHAL PERFORMMCE OOALi ''Olvati two takaa of 
office-atyle dictation of 125-150 worda aach/ tha atu- 
dent will be able to detect and to cor^rect four of five 
editorial content errora** — oartaihly a naceaaary 

worthwhile terminal -per formance goal in a coaipataflcy- 
based tranacript ion claaa. 

But to attain such a goal the teacher nuiit (1) in- 
doctrinate in the stuidlent the attitude that/ J^ny dicta- 
' . ST- . / 

tion and its reaulting tranacript are gu0.ty (of errora) 

until proven innocent thereof, and (2) .direct apacial 

- . - ,' • ' - . / ■ . 

teaching efforts and materials toward the know-how* 

--what, and -why of such a go^l. , j. 4^. 

• ■ « - ' ' ' ' 

But, firstf some brief expla^ationa of tarma aa 



used in the context of this pap^ 

OFPICE-SIYLE DICTATION. /Off ice-style dictation 

/ ■ ' 

is ^generally thought of as tiiaf in which the dictator: 



a. dictates at an unaVan rata, but aloirly anou^h 
for tha atanographar/iacratary to anooutitar 
littia apaad dlffieulty axcapt for iNriaf apurta. 

b. aMUiaa ehangaa, dalatioiii» and additlona aa ha 
dictataa. 



c. includaa commanta and inatructiona not to ba 
includad in tha tranacript. 

Howavar^^ thara ia a fourth, oftah ovarlookad,/ 
charactat^iatict tha adltorial oontant arrora auida 
unlcnowingly by tha dietatbr aa ha dictataa. 

Vhia rather ganaral daf inition of of f icia-atyla ^ 
dictation auggaata at laaat two ikplicatiolia for taaeh<- 
ing proof raading. ^ 

Fir at, it inpliaa that perhapa tha tranacript ion 
teachar ahould do a little aoul-iaarching and daciaion- 
making whether to dict^ata material for transcription at 
a prescribed words-aHiiinute xata «ojf to dictate material 
for tranacription at a rata that enables atudenta to 
produce roailable/u sable tranacripta tha firat time. 

Realistically, timed dictation for * tranacription 
puts the students in a situation of being tested both 
on speed of dictation and quality of transcript, yet 
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th« two mxm mmdm up of dli!f«r«nt. ■killa and knowltdgas. 

Perhaps, inataad of following tha ganaral praetioa 
of d^tatlng matarial for tranacription at an arbittar- 
lly «BtabliBhad cruising rata of 20 wain balow tha apaad 
nonn of th^ claaal^tha tranacription taachar might die- 
tata at an unavan ratar™»ora naarly rapraaanting of f iea- 
Btyla, alowly anough for tha atiidanta to ancountar lit- 
tle Bpead difficulty excapt for'il^rt apurta. 

Secondly, perhaps the transcript ion teacher ahotild 

. • # , ■ *^ .< . ^ 

consider de-emphagizing the evaluation of a student* a 
transcript on a grading scale ranging frcn 0-rlOOK or 
fron F to A and putt iijg mote ettphAeis on oMiilable/uaable 
transcripts, the dictation for Which is ^iven at a more 

off ice*-like rate. ' 

— 

Untimed dictation for transcription does not nee- 

easarily nean that offica-atyle dictation fifiCJifL should 

be adopted — although no k^own formal research haa aver 

. / V 
been done ahowing that 1»his might not be a good tech- 

nique— but it doea mean that to get more nearly accurate 

tranacripta, perhaps dictation of untimed* error-free 

material should be stressed much more than appears to 



UntliB«d^dictatioti for trahsicriptlon would paryait^ 
both thm tMch«r and thm studant to trMt copy diffi- 
culty — vocabulary » phraaaoloyy^ aantanca atrupt\ira# tiun- 
bar expraaalona^ and othar problaoia-^ucli mora raalia^ 
tic«lly. 

Of f ica dictator ■! ^ . , - ^ ^ : 

1. dictata nuBibar axpraaaiona that ara atatiati- 
cal .In natura mora cautioualy to anaura mceu- 
.racy/ 

' 2. uaa mora* diatinct pauaaa for a aarlaa of %rorda» 
phranaa^ or clauaaa 
3. dictate aantencaa of iinuaual atru^ura mbra 
aiowly^ of tan including tha punctuation ao aa 
to axpraaa claarly tha intended aiaaaaga./ 
Tinad^ padad warn dictation for tranadrlptlon doaa 
not proyide much leeway for handling auch problaaia real- 
iatically^ thus creating tranacription hurdlaa for tha 
atudent . - 

Suggeating, however)^ untUned dictation for tran^- 
acrlption la not intended to imply or infer that dicta- 
tion for speed should be totally disregarded. Generally 
speaking, ev^^ry transcjrlption class period should have 



•cm» dictation for s^^d bui^^ding« etr^lnf for tha 
lilghaat rata poaaibla for aadh atudani. too, thara it 
no ra'aaon why tinad dictation tagta/ ahould not «i oeaii- 

- . ■ ; . ■"" \ / ■ ■ - 

alon be adninlatarad^i tha raaulta oif Which ^ ho«^Var, . 



should ba conaidarad only aa a a^nor, not a iiajor*' 
factor in a atudant final gradi^,. If at ali« 

EDITORIAL COmENT SRROM. During tha tiaa tha atu 

dent la being educated towarda the objective of being 

■ ■ ■ . - . ■ ■ / 

able to tranacribe timed dictation that ie Ihgliah- // 

perfect and meaningful In content, the teacher eondi"-": 

' . /■' ■ 

tiona him to preproof and poatproof to, find errorayin 
typing, apelling, punctuation, technical arranganant 
and content of copy (iMrginsr datatr insida address r 
Mlutatlon; closing; ccariplata, laaaningful a«nt«)neM) , 
and other related areas « 

However, vely few« liT any, liictatore in ihm world 
of bueineee dictate perfect or near -perfect popy. 
Nhile trying to develop thought ^rende, a, dictator will 
Often repeat hineelf r will nieetate data (6r aak the 
secretary to confirm and/or to ftirnish them befoife tran- 



scribing ) ; will express a meaning that isj unclear, and 

• ■/ 

through lack of clarity convey a thought/ contrary to 



that intMd«dr or will ui« ineorrcct Ingllsh. 

ConM4u«ntly# for job ooiip4it«ncy# thm student in^ 

r ■ U 

th« final stagas of tranaoription must b#' ab;la \o eopa 
wltii material that la hot co|:v--|;>atftict. 

Ihs atudant muat be obaarvaiit of dictatadi oo|»yt ha 

■ ; " ' ' 

must thiiik about tha dictated words and thair affaet oti 
tha raadar. foif axamplsV in tha following aahtaneaa, 
tha tranacribar muat maka daar Whft tha dietator in-* 
tandadt 

Xri normaX tlmaa tha company Uaaa a fhundrad odd, or 
hundrad*^odd) handicapped man and woman. r 

nava available for priaea t twenty- five |2£ twenty 
fiva-^) dollar bllle and (twenty-one twenty one« 
dollar billa. 

With everyone speaking and hearing sentenoe frag- 
ments daily rather than coa^lete aentendil# it la natu- 
iral to hear as Jcor^ebt** oral atatenents with» for elC'* 
ample, 1/lke used for ai or as in "^e campaign 

was carried out just like it had been planned^- ytiere^ 
fore, the atudant muat be trained to listen for and to 
correct English errors made during dictation, and, fur- 
ther, to preproof for any errors that might not have 
been heard d\irlng the dictation. 



Th« 0tud«nt AUst lilso hm tiiu^ht to listan atttn* 

tiv«ly to th« dictator *0 pauses and voic« infl«ctions# 

•1 

to hm parcsptlve to— and, conaaquantlyK to raproduea 

claarly-Tth« intant of tha dictator. Thia la aapabially^ 

truf in such dictation material aa tha fkillowingi 

Before answer ing the chaiman Hated the proa and 
cona. 

Before answer Ingv the dhalTMin Hated the proa and 
cq^s. 

Long before they had decided their course of a^lon. 
Long before, they had decided their courea of action 

Atteav>ta to arbitrate the disputed iaauea ended 

happily. 

Attempt a to arbitrate the disputed issues ended, 

happily. 

Since he has made every effort to increaaa produc- 
tion. 

Since, he haa made every effort to increaaa produc- 
tion. 

The atenographer must be helped to become fully. 

♦ 

aware of the., f Act that the dictator is apt to err in 
Bngliah, in factual information, in meaningful expres- 
sions — that he will make statsments that wiir have to 
be researched, to be verified, and/or to be double- 

checked for accuracy. 

PREPROOPIMG. The preproofing stage precedes the 

actual typing of the (Transcript, and it is during this 



st«g« that any arrora in th« dictation 'notai ahould ba 
datactad and cbrractad to avoid' making. ar^auraa or ra« 
typing of tha copy, traaing and retyping *ra vary ax- 
panaiva;^ for axampla, tha coat of ptoducing ona lattar 

rangaa faom apt^roximataly |2 for ganaral offiea dicta- 

■ \ , ^' . . . 

tion to mora than |3 at a hi'ghar axacutiva laval* 

Thaaa coata include auch thinga aa dictator's tlaa« 

atanographic tlma, mmproductiva labor » fixed ohargea^ 

materials, mailing, and filing. 

, In the preproofing atage the atenographer reads 

the ihorthand notes and followa theae preeedxireat 

1. Inaerta and. circles all nece8aai:y pitn 

and paragraph marka. 

• • ^ ^ ' ' . .t ■ 

2. ifritaa In correct iona for errors in gramsMu: 

or language structure that might have 'crept 
' into tha dictation. -^^^ 

a. Fragmentary sentencea 

b. Dangling participlea 

c. Capitalisation 

d. Agresnient of pronoun and^ antecedeo^ 
' t ^ •• Redundancy 

f. Parallel aentence ^xucture 

g. Double negativea 

h. Comparison pf adjectives and adverba 

- i. Agreement of subject and verb 

j. Correct use of whO t. whotft ; lie, lay; stt # 

BCt : the infinitive . to be ; and other 
troublesome usages 



Cheeks all 0|>«llifi9 and corraetl^rd uaa^a 
(•«pacially individual ''daak>na*') . aetually 
writing tha corraetion abova tha notaa or in 
adjoining coluam. 

Varifiaa acouracy of all figuraa, dataa#ap- 

point3Mahta> addraaaaaj aMount, amd ^^1^^^^ 

i ■ * 

praaaiona (%iorda or f igUraa) • thrt>ugh pravioua 
corraapondanca^ filaa, calandar, appointMnt 
booka, bookkaaping tracer da « and ao forth, 
rita into tha ir propar placaa any laat-ttinuta 
changaa in wording or inatructiona Mida hff tha 
dictator. 

Inaarta aalutation (lAieh ahoold not ba a dic<^ 
tataid) that agraaa with inaida addraaa« 
Inaarta titlaa of raapact (which ahoald not -ba 
dictatad) . 

Chacka agraamant of apalJLing of addraaaaa*a 
nama in body with inaida addraai and anvalopa. 
Inaarta cloaing (Which should not ba dictataid) 
that agreaa with tona of lattar. 
Checks « eapeclally* firat and laat aatitancaa 
where errors arc most froquei^tly overlookad. 
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roeTrROOriNO. Thla is th« stag* that iMvdUtaly 
tollowm thm typing of th« conpllMntary c/oiitig (so 
that in cas« of poor vertical placmantt th« fitial 
^iitias can bf apacad apart or cloaa togathar to parfaat 
thf ifattar placawant^. ^ 

Tha POBTPMOttm fTJH^ follova tha typing of tha 
c<^yi bafora copy ia ramovfd fron typa^ita^-^uaui^lly 
at laat lina of cloaing. ' * ^ ^ 

Thia ataga poaaibly raquiraa BK>ra ootit^antjtatiot) ill 

4 

making final chack for saaning and MchAnica ainoa pra- 
aiSMbly all arrora hava baan allaiinata^\in praproofing 
ataga« 

1. oaiiaaion of worda, phraaai, or aantancaa 

2. Typographical arrora ^ 

3. Subatitutiona (naaningfMl) 
^ 4, Tranapoaad %#orda 

5. Arrang;aniant * ^ . 

LKTTBR ' (a) placanant on lattarhaad 

(b) langth of paragrapha 

(c) arrangaaiant of lattar 

|>arta 

ENVELOPE (a) agreamant with inaida 

addraaa and original 
correapondanca 

(1:^) placejnpnt 



(a) arrang«i«nti blo«|itt^ 
'{A) BtHicingi , ■ingl* 
(•) eity^ atata, MtP 

6; tfumght convayanca 

7. rigxiraa, dataa, anounta, ate. 

IDITORIAL OR IM-OIPTH PAOOPXIIO. X^ually* tha 
tMchin9 of basic oonc«|>t8 of editorial or .xih-dttpih 
proofing should hm startad aarly in th« typ^vt-iting o 
course and aarly in tha^ transcription cou£;||a<>iifith 
taachar «ftphasis on taachiitg tha studant hqw to| dajbact 

■ ' ■ ■ ^ • ; • 

and corract clarical arrors# thosa arrors axpac^ad to 

■J - ' * . 

ba datactad and corractad by a clarJc-typiata 

Clarical l^rors . ttiasa typas of arrora daal Pfl-* 

, • . • - 

mari^y with tha nachanics of writing a Mssa^a. luch 

arrora cantar around t 

1. Typing 

2. Spalling of individual ^lorda; pluralai abbra-^ 
viationsy hoaK^nymsi psaudohoq^niysisi ona- and 
two-%ford axprassionsi 6dnq;>bund iiordai eapital 
iaation. 

3* Tha usa of the hyphen for compound^ %ior da # 

clarity, %rord division. 
4/ The uso of the apostrophe to express pimple 



plurality or poss«ssion. 

5; Th« U0« of <tuotatlon marks, undaraoora,. othar 

' ■ .' . . " 

dlaplay dayidaa and tacihniquaa. 

' tha naad for and tha cor r act uaa of punotua-* 

tion Buurka. 

7. Whan to. axpraaa .nxMAbara aa worda or figuraa. 
J. Itia dlffaranca batwaan a. oomplata aantanoa «nd 
a phraaa. 

If a atudant la to graap tha full oonoapt of in- 
dapth proof raading# howavar, ha muat ba givan copy 
that alao containa adltorlal contant arrora kq hm oor*^^ 
ractad bafora tranacription. - 

aditor iai Contant - Irrcga . Mitorial contatit arrtfFii ^ 
mrm thoaa .that do not claarly and eorractly tranaaiit 
tha intant of tha maaaftga. tudK arrora cantor around t - 

1« Agraamant of aubja6t and varb 

2. Pronouna / 
a^^^ Paraonal 

b. Agraement with antacadant 

• »• ' , , . . « ■ ■ . 

3. Modifiers 

a. Misused and miaplaced 

b. Sense adjectives and adverbs 



c. Oottb;i.« n«f«tiv«s 

d. . toftparisoti of adj«crtiir«s and adv^rktt 
) 1 -ly adjactivas 

Parallel atruotUTa 
4. Pi^lfuraa^ dataa^ appointnanta/ and imnbar asi* 
p^aaalonij. • ^ ^ 

I rXACI XM CURRICULUM 

Per high aohool atuiSanta^ aducation in ad it curia 1' 
proofing, at laaat on an acquaintancaahip lav«l, ean 
ba dona concurrently with tha introduction of of fida-- 
atyla dictation during tha latar part of tranacription 
claaa. Itia allotted tlM and depth will naturally ifary 
with the level of atudent abilitiaa. Ftor poat-^aacotidary 
atudanta, however, a goal of prof iciency . in all aapecta 
of proofreading ahould be eat for the final aaaMatar of 
tha ahorthand prograai. 

A CYCLIC SINULATID tRbORAN 
A aiamlata^ training prograai, proceeding firoai the 
very aiaipla to the more ccnplex, can fall roughly into 
four cyclea. 

Cycle 1 > Thia fir at cycle has two functional 
(1) to review Bngllah fundamentala and sentence structure. 



14 

and (2) to introduce •ditorial oont«nt •rrori tht stu- 
d«nt should became ^y^^re of in prefiroof ing* 

During the flret cycle ^ Involvement ihould incltadei 
^ 1. Diecueeion with the cleee on a pertiouler area 
of editorial content probleme (•«g«« eubject*^ 
verb agreement) » ueing a claBe-adopt#d office 
reference manual ae final authority. 

2. Dictation of 10 eentehcee^ of fice^etyle^ eome 
containing errore# and eome no errore* (ttio-*^ 
tating ie preferred to printed Ingliih exer- / 
cieee. The hoped-for tranefer of learning 
from printed Kiglieh exeroieee to ahotthend 
eeMe not tp be;, too evident, the addad diaMin- 
eion of ii>iorthand outlihee apparently makee a 
difference in the acctiracy between working "^^^^ 
with ?ihorthand i^nd %iorking with printed tnglieh.) 

3. Directing the etudente to preproof th^ir notee, 
making correctione and indicating punctuation. 

4. Having individual etudente read the corrected 
Bente)icee aloud with punctuation, {thm teacher 
makee note of any particular type of conetruc- 
tlon in which the claee givoe indication of 



w«aKn«ss for follow-up.) ' 
5. Repeat itig 8t«pa 2» 3, ai^d 4 for two or thr«i| 
dayis, amphaslBlng thqmm kinds of aubjaot-v^tb 
conatructiona preaanting difficulty aa aho^i 



in 



I tap 4. 



A aljnil4r procadura can ba followad for praaaniing 

■ ■ . T ' • 

othar poaaibia aditotial arrora, auch aa agraaaiant of 
pronotm-antac^dent, modifiara, and ao forth. Pollowing 
intenaiva dictation in a naw araa (a.g.V""pronoun-anta** 
cadant agraaaiant) , tha taachar than dictataa auitarial 
that^includaa pracading araaa covarad (aubjact-varb^ 
agraamant, for axampla) , thua providing. euKulativa ra- 
viaw, jracall^ rain for caaiant, «nd rafinaaiafit of pravioui 

taachinga-laarningi. ^ - 

" ■ ■* . . -/ ' ' 

Cycla 2 > Thia cycla involvaa^tha taachar in die* 

«i- 

■' ■ • *<-. 
tating a lattar coht^^ining an aditorial arror. Upon 

coaiplation of tha dici^ation, tha taachar talla tha atu- 

dahta that thara ia ona arror that mu at ba corraetad 

during praproofing, carafully aliciting tha oorraotion 

from tha claaa orAlly bafora thay bagin to tranaoriba. 

Thia .:tachniqua ahould ba rapaatad two or thraa tiaiaa. 

Cycle 3 > In thia cycla tha taachar dictataa ona 



ERIC 



or tim ^ottMS, Mch oont^ininlr on« or two editor ial 
tBtrors. Upon conplation of dittationt thm tM^^t* tails 
th<t class that thalra/ara arrorJi in tha matarial and that 
thay ahould ba awara of thaai dulring praproof ingr Imt ha 
doaa not aaalat in drawing out t|ia corractiona axeapt 
poaaibly on an individual haaiaJ 

Cvcla 4 , This cycla ia tha liroficiancy laval to 
UB«d •xtansively and int«nfliv«]v on tha post-MOon- 
dary l#v«l. During Cyola 4, with Vaphasis upon pro- ' 
ductivity of Milabla/usabl* transclrlptB frodi ofiiM- 
atyla dictation, tha taachar will* w^t to ba aura that 
at laaat ona or two of aavatal takaafi contain ona or two 
aditorial arrora. taachara ara cautftmad/ howavair, not 
to pvarload any taka with arror«^* Colracting nunaroua 
arrora takaa on tha aapact of a gaa^. V^tha obvioua j 
arrora ara aaay* to datact; it*a ^ha ocAiaipmii# rathar 
indiacarnibla^ errors that craap into dictation that 
tha student has to laarn to find and cooF^crt* 
MATBRIALB AMD MITHODOI 
rollowlng Cycla 1» for %^ich tha ta^har can usa 
any English gramnar tekt for santancas, tSia siatarials 
needed for Cycles 2/3, and 4 can be devaSapad by tha 
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tMchar from thm abundanca of dictation matariala al- / -/ 

raady on tha markats iiianuacripta# reports # bullet ina^ 

and memorandxMSr as well as letters (skill <^evelopelent)):v^ 

dictation teadiera are too letter -happy ^) • 

For exffliple, note how the two sentences that folT 

low hav]fe been changed to create an editorial proof rMd- 

ing situation. The first sentence shows the sentenoe 

as given in the^ dictation taker directly below ( 

tlcal) , th« Bentwica «■ dictated to achiava tha «diito- 

rial proofreading situation. 

Betweeii^ you and me» he acted as if he was pleased # 
Oictatet Between. . ^1/ he acted like* .« . 

Subject-Verb Agreepient . This should be one area 

of .cpreat concern in teaching edit^^al proof reading^ 

especially sentences in which exprAsions separate the 

subject from the verb# the subject is an indefinite^ 

pronoun^ or the spelling of the subject is the same for 

both the singular and plural form j 

1. The chief accountants as well as his assis- 
tants » submits weekly reports. 
Oictatet The. submit. .. a 

:2. Many a man has been recognised for his outstand- 
ing work. 

Oictatet Manyf. . .have. . . OR^ Many. . .have. . .their .. . 



3. A strias of talks has baan hald among tha thraa 
gtoupa. 

Dlctatai A ssriss. . .haya. • . OII# A. . .haprt . .batwaaA. « « • 
Pronouna . Bacause^ students ara firaquantly inllu^ 
ancad aurally by radio, talavision, and pirosiinant spaak^ 
ara (including those who read frosi prepared epeeehea), 

V ■ ' , • ' ' ' , 

.Who use incorrect pronoun references, teachera SMiat 

work extra hard tdWbe certain that ali aapiring eneeu-- 

tive eecretariea and typists have a thoroi^ knowledge 

of and coaipetenc% in using pronouns. v ^ 

personal Pronoiifts 

^1. It is thsy, not we, who should have taken pre*- ^ 
cautionary eteps. 
t Oictatei . It . . . thsU; not us. » • . t 

2. We are uncertain %ihom he teagporar ily a^^ 
to fill the vacancy. 

/Dictate! We... .who. . . . v 

3. Between you and ine« eoneone willing to uproot 
hinsslf has to be chossn. 

Dictate t Between. . .nysslf. . .thsaiselves. .. . 
Hodif lers . To achieve smooth reading and rapid 
conveyance of one's message^ precise Wording and cor- 
rect sentence structure are neceasary. Misused and mis- 
placed modifiere, unparallel sentence structure, and 
double negatives are examples of types ^f errors that 
make it difficult to read and grasp a writer's message. 
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T«aclping to det«6t and correct fiiuoh arrort iihouid hm m 
orast on sny t«ach«r's priority/ list. 
Mliussd and Misolacsd ItoiifiTs 



) 



!• The company sold naarly all ita anti/ra atock 
during ita mid-July aala. 
Dictatai Tha...nurly aolii.... 

'2. Tina waa ao praaaing that wtiila flying to 

Boaton ha had to wr ita hia apaach on an anvalopa. 
Dictatat Tima.,.ha had to writa hia apaach 

whila flying to Boaton on an anvalopa. 

3. Hia climata will probably not ba ao unplaaaant 
all it ia hara/i. 
' Dictatat 1!h#...aa unplaaaant. • 

» ' . ". . 

Adiactivea and Advarba 

1. Urn appaar^d confidant in hia rola av^ aMidiator • 
Dictatai Ha. . .corffidantly.^. • 

2. It appaa^s Mr. Bond par fbraiad qui ta wall iti 
aiaii^ar /aituationa. • 

Dictatat It. * .good. . . .y' 

3. Bvarypna ramarkad at tha tiaia how bittar tha 
bavariiiga taatad^ 

Dictalta t Bvaryona. • . bittar ly. ... 

/'/ • • 

Doubla Maqativaa 

1. Such action ia to ba takan only with aiy writtan 
patiiiaa:^n. 

Dictatat Suc^h. . . ia not. • . • 

'/ . . ' 

2. It won^t taka a minuta of your tiina to fill in 
tha two blank a. 

Dictatat It won*t taka but.... 
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3« One cuti, mm thm situation now sxisti* do nothing 
mora. 

Dictator On« can*t,«^.. 



Cowpariaon of A<i|1ectiva and Adverba 



I 



1. Thia department now ha a larger expenditurea 
with leaa income than any other diiparbaenti; 
Dictate! !niie...any department. 

s 

2. Management « labor / and government cooperated 

with one another. 

Dictate I Management. . .each other I 

3. Theae aolutiona are more nearly correct than 
thoae autamitted laat week. 

Dictates Theae. . .aK>re correct...* 



parallel Btructure 



1. Miaa Dobba %#aa very efficient io clerical 
routine dutiea« but exceptionally poor in 
stenography. ^ 
Dictatei Miaa... but an exceptionally poor 

stenographer. 

\ 

2. He need someone who can type* Whq can file« 
and who can greet callera. 

Dictates We... and to greet callera. 

3. Each morning chedk your calendar appointments, 
sort the mail « and organise your desk for the 
day. 

Dictate t Each. . .and 'you should organise. ... 
Accuracy of Figures, Dates. Appointments. An in- 
correct date« amount/ or overlapping 6f appointmenta 
can be not only embarrassing and con fusing # but alao 
expensive in time and money. Attention must« therefore. 
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b« focused on th«s« areas at avary opportunity. 

1. Mr. Plagg will be attending a Board meeting at 
9t3Q, scheduled for 1 hour 15 minutee, so I 
set your appointment immediately after, 10t45 

to litis. 

Dictates Mr. Flagg. . . 11 t45 to 12flS. 

2. A nonstop flight froei Mew York to Ban ftrancisco 
is approximately 4ij hours; thex;efore, if 

Mr. Angus leaves Mew York at midnight, he 
should be at the San Francisco airport at ap- 

l^roximately It30 a.m. 
pictatet A... 4130 p.m. 

3. We shall be very glad to jiee you on Thursday, 
June 30, 9sl5 a.m. 

\ Dictates We June 31. ..in the morning. 

APPLYING THE 4 Rs PRIMCIPLI DAILY. If 'the in- 
depth proofreading skill is to be developed to the 
point of being a natural, automatised part of a stenog*- 

rapher's skills and knowledges, teaching for it has to 

o 

be consistently and persistently^ planned by the teacher, 
preferably as a daily routine. 

There are at lea^at four avenues of daily activi- 

* .. 

ties available to the teacher for the systematic review, 
recall, reinforcement, and refinement of the in-*dfpth 
proofreading skill. 

Avenue Is Homework Reading Assignment . Mhen read- 
ing home%rork material in class, the teacher may call 
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M ... 

attei^tion to particular aantancaa that illustrata tha 
nead for in-dapth proofraading. Tor axaaipla, aaiuoM 
tha Jiopiawork reading matarial cqntaina thaaa t%#o aan* 



taneaa t 



^ 1.' Tha coat ly- looking ja%#alry waa iaiitation^ not 
raal« 

Taachart If you )>ad thia aantan.ca dictatad to 
you, ^at ^uld you chack during prf- 
proofing? / 

Student I ' Hyphanata coatlv- looking y c 
aftW i»^tfti9n 

2. Wa heartily dia^pprova of your taking on thaaa 
extra dutiea. 

Teacher I . In thia\ aentence/ nihere %fould you 
focua .attention in preproofing? 

Students Your before a noun ending in |nQ > 

Avenu^ 2t Dictation^ for-Control Material . Aaaune 

material dictated for contx'ol (foll^ing dictation for 

apeed development) containa thaaa two\aentenceat 

v 

1. Thia new model probably will not be ao expen** 
aive aa othera now on the market. 

Teachers In this aentence, indicate %Aat you 
j would check while j^reproofing. 

Students Using aot* >aa for negative coajpar iaon. 

2. Either the credit department or the accounting 
— department has made a serious error 1 

Teacher: What would you check in preproofing 



this 0«nt#nej»y 

ltud>nti HHi ior tht singular subject follcm- 
Ing S2£ that connibctB tmo sin5^alar 
antacadanti. , 

Avanua 3i Dictation for In-Dapth Proofing. Zn 
this avenua, tha taachar dictataa savaral aantanoaa in- 
volving all typaa of arrorp to ba prapfoofad# typad^ 
and correctad. ^ 

1. lha raaaona ara obvioua* aa I hava atatad on 

numerous occasion a. 
Oictatat The... » like.... 

2. Recently I read in the paper that the Governor 

vetoed the bill. 

Oictatat Recently^ • .read Where. ..^ 

3. Fewer people applied than we >ad anticipated. 
Dictate t Less. then. • 

4. Organisational plans will not take ao long aa 
for previous, caiiif>aigna. ^ 
Dictates Organisational. . .aa^ long aa. .» » 

5. lurking alone all nighty he aucceaafully worked 

out a detailed plan. 

picta tat Working... » a detailed plan waa aue- 
cess fully worked out. 

6. Personnel .has outlined only a few of the im- 
portant dtities. ^ ' 
Oictatat Personal haa only 

7. It had been unanimously decided that the 
nominee la to bf he. 

Dictates It... him. 

8. We deeply appreciate your offering such liberal 
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Dictatai W«. • .you. « • • 

9^ Of th« t%M mcxials noi# aivtt^llabl«t Modal I is 
th« b#tt«r« 
DictAt«r Of. . .b«st. 

10. Aft«r our discussion y«stsrdsy» it ooeurrsd to 
mm that I mi^t b« hslpful./v^ 
Dictstsi Aftsr . . .oeeurs. . . 



11. Ws amst hm sxtirMi^ly csrsful to sKsrciss dis« 

crstion in handling ihis mattar. 
Dictatat Wa. . .digrtaaion. • • • 

Avanua 4t Daily Dictation of Cobv Coptainina 
Irror.Cai . Naturally during tha final Atagaa of tha 
tranacr iption couraa, tha atudant ahouXd iNi aicpaotad tb 
writa t^ or thraa taXaa to ba tranacr ibad during^^'a 
givan pariod of tima. Xncludad in at laaat dna or .t^io 
--K>^-thaaa takas ahould ba aditorial arrora that tha atu- 
dant ia axpactad to datact and corract foir cradit aa a 
mailabla/uaabla tranacr ipt. 

A fifth avanua # to ba uaad occaaionally — avan with 
nonahorthand atudanta — ia to hava tha atudant a copy froai 
rough drafta that contain aditorial arrora. Stanogra- 
phara .(and clarX-typiats, poaaibly with a laaaar daoraa 
in error difficulty ) ahould ba taught that praproofing 
and postprooflhg r6ugh drafta ahould follow tha aama 
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routin«l« Mm those follovred for ehorthertd dictetion* 

Prepering euch meteriele ie not tlii^e-coneueiing or 
leboriouB. The t«acher Aerely hee to ed4ii>t eorae teKt- 
book materiel by inserting a few editor ial'* error e (poe- 
eibly a few clerical) in the copy* duplicate the nui'^ 
terial, end pa e a it out to be typed' correctly • 

SUMMARY 

tVhile the student should be. made aware that in. the 

world of %ra/k he will not t^^^ac^^^ de^ly with»dictetion 

If I- ♦ 

dalibeiratQly "loaded" with editorial or in-depth errors* 
it should be mado quite clear that he will* neverthe- 
laas, be faced with errors that will occur* more^fre- 
fluently at aome times than at other times* depending* 
perhaps, upon the presstu^s on the dictator at the tiaie 
of dictation. Daily association with the dictator* it. 
ehould also be pointed out, will doubtless reveal cer- 
tain patterns of errors of^which to be especially aware. 

However* because errors outside the dictator *s 
usual patterns will occuif on occasion* to ha%^*eye 
every dictation as if edltor^el errors were an every- 
take occdrrcnce must become "Becond nature** to the stu- ; 
dont. 



Th« b«alc foundation for tHls "■•eond naturs" mict 
h«v« Its beginning in th* teaching for th« d«t«ctioA . 
and corraction of qlvrica^^ arrdrs in th« b«f inning 
tytMr«riting and shorthand olassas; ths finaing tip. and 
thA building upon thi* foundation in tha dataotion and 
. oorraction of editorial arrora r*st with tha transttrip- 
tion taachar Who aniat hava a earafully planned slaillatad 
prograa and tha detamination to adharii to it oonsis- 
tentiy and persistently.. 

• - y . - 

. Mitorial^ like cX#riMl, proofrMditm oaiitiot Imi 
left to chance f the know-how* -What, and -Why siust be 
revie«#ed, recalled, reinforced, and refined daily* 



